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EDI Contacts

Whitney Blaylock

Approval Role: State Regional Coordinator
Cell (918) 839-2592

Email: whitney.blaylock@careertech.ok.gov

Andrea Bradley

Approval Role: State Requisition Coordinator
Office: (405) 743-5572

Email: andrea.bradley@careertech.ok.gov

Lori Broyles

Approval Role: State Regional Coordinator
Cell (405) 361-5268

Email: lori.broyles@careertech.ok.gov

Patrick Clanin

Approval Role: State Regional Coordinator
Cell (405) 747-6114

Email: patrick.clanin@careertech.ok.gov

Gina Hubbard

Approval Role: State Initiative Supervisor
Office: (405) 743-5167

Email: gina.hubbard@careertech.ok.gov

Lori Laufer

Approval Role: State Regional Coordinator
Cell: (405) 385-3176

Email: lori.laufer@careertech.ok.gov

Delbo Leach

Approval Role: State Regional Coordinator
Cell: (405)929-0436

Email: delbo.leach@careertech.ok.gov

Max McKnight

Approval Role: State Initiative Supervisor
Cell: (405) 714-7246

Email: max.mcknight@careertech.ok.gov

Cara Pattison

Approval Role: State Regional Coordinator
Cell: (405) 664-3679

Email: cara.pattison@careertech.ok.gov

Karen Talbott

Approval Role: State Regional Coordinator
Cell: (580) 336-8676

Email: karen.talbott@careertech.ok.gov

NOTE: For questions about specific EDI requirements or what content you need to input or
attach with your worksheet, contact your ODCTE Regional Coordinator.

If you have questions about submitting information in CTIMS, please contact CTIMS Support at

CTIMSSupport@careertech.ok.gov.
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Complete Approval Process

EDI Role

Worksheet Approval Stage (Stage 1)

Process

Local Coordinator

This starts the Worksheet Approval process. Budget is added here
along with company info. and excel worksheet is uploaded.

State Regional
Coordinator

Approves the budget and line items, confirms company information is
entered completely.

State Initiative
Supervisor

Approves budget and line items. This completes the Worksheet
Approval.

EDI Role

Agreement Approval Stage (Stage 2)

Process

Local Coordinator

This starts the Agreement Approval process. (No changes should need
to be made.)

Local BIS Director

State Regional
Coordinator

Electronic signature for updated SOU obtained here.

State Initiative
Supervisor

Electronic signature for updated SOU obtained here.

Local
Superintendent/CEO
(or designee)

Electronic signature for updated SOU obtained here.

State Requisition
Coordinator

Generate SOU, submit requisition to finance, enter PO number into the
Agreement

Local Finance
Coordinator

Enter OCAS codes and add new codes as needed. Agreement
Approval becomes fully approved.
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Budget Adjustment Approval Stage (if Agreement changes are necessary)

EDI Role

Process

Local Coordinator

This starts the Budget Adjustment process. Budget Adjusted and/or
new line items added here.

Local BIS Director

State Regional
Coordinator

Electronic signature for updated SOU obtained here.

State Initiative
Supervisor

Electronic signature for updated SOU obtained here.

Local
Superintendent/CEO
(or designee)

Electronic signature for updated SOU obtained here.

State Requisition
Coordinator

Verify PO amount is still accurate. (if $ increased, then request that
finance increase PO amount)

Local Finance
Coordinator

Verify OCAS codes and add new codes as needed. Budget adjustment
becomes fully approved.

EDI Role

Invoice Approval Stage (Stage 3)

Process

Local Coordinator

After the school is done with training, EDI Local Coordinator starts
Invoice Process here.

Local BIS Director

Local Finance
Coordinator

State Regional
Coordinator

State Requisition
Coordinator

Will verify the invoices, print the documentation and deliver to the
finance department.

ODCTE EDI
Finance Reviewer

This is final approval to pay the claim.
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Making an EDI Change Request

Help and Troubleshooting

If you do not have a CTIMS account set up or are having trouble with the navigation or software,
contact CTIMSSupport@careertech.ok.gov. Send a message describing your problem. Include your
school name and your telephone number and we will contact you.

If you have forgotten your password, click the Forgot your password? link to reset.

For helpful tips, see the Tips and Tricks section of this document.

IMPORTANT:

Please log into CTIMS using Microsoft Explorer version 11 or higher. CTIMS is currently not

compatible with other browsers.

Logging into CTIMS

Sign in using your school email and CTIMS password at
https://ctims.okcareertech.org/CTBDSWeb

€ https//ctims okeareertech,org/C TDSWel £« @ & [1C Wab Applications = CareerTac € Contact — CarearTech (CT)... %

Oklahoma Department of Career and Technology Education

careerwvech

Or,

Go to http://www.okcareertech.org/ and select CTIMS in the red bar at the top of the page. Do
not select the ODCTE Staff Login selection in the red bar. This is not the CTIMS login.

Theme: Adaptive ¥ CTIMS Web Ap. Brand Center Help ODCTE Staff Logm

Search Site
D only in current section

Students  Educators | Busines. ¢ Industry  Technoloo” senters | Products COntact

4|Page


mailto:CTIMSSupport@careertech.ok.gov
https://ctims.okcareertech.org/CTBDSWeb
http://www.okcareertech.org/

On the CTIMS website, select the green CTIMS Login button.

IMD Division

(S Information Management

General Public
Forgot Your Password?

Contact Us

Events Students Educators Business & Indusfry Technology Centers Products ~ Contact

CTIMS Logi

+ Click here to log]
_ CTIMSSupport@careertech.ok:

ABE (Adult and Basic Education) Grant
+ Technical Guidebook (Coming Soon)
+ Rules and Regulations (Coming Soon)
+ Contacts

Carl Perkins (FLA) Grant
« Technical Guidebook
+ Video Tutorials
* Resources
« Contacts

CESI (Comprehensive School Enroll

+ CESI Technical Guidebook

EDI (Economic Development Initiatives)
+ Technical Guidebook (Coming Soon)
+ Rules and Regulations (Coming Soon)
+ Contacts

15-743-5125 or email
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Worksheet
Worksheet Approval Process

Roles: Worksheet Approval Process
The roles represent the stages required in CTIMS for the submission of a New Worksheet
(Application).

Stage 1 - Local Coordinator — Creates, completes, saves and submits new worksheet. This
starts the Worksheet Approval process. The budget is added here along with the company
information. The mandatory excel worksheet is uploaded here.

¥

Stage 2 — State Regional Coordinator — 2" Approval. Reviews and approves
or rejects worksheet and line items and confirms company information is entered
completely. If approved, goes to EDI State Supervisor stage. If rejected, goes
back to stage 1.

¥

Stage 3 — State Initiative Supervisor - 3 Approval. ODCTE
state staff reviews and approves or rejects worksheet. If approved,
goes to final approval stage. If approved, this completes the
Worksheet Approval. If rejected, goes back to stage 1.
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Local Coordinator
Starting a New Worksheet

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

career vech

Password:

[l Remember me? Sign in

Forgot your password?

IMPORTANT: Please log in using Microsoft Explorer version 11 or higher. CTIMS is
currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Coordinator in the top right-
hand corner. Use the drop-down arrow to select this role.

Oklanoma Department of Career and Technology Education

EDI - Local Coordinator v I

Dashboard

+ [organizations
» | {JGrants

Details

e Click the arrow ' » next to Grants on left navigation.

e
«lahoma Department of Carex. " and Technology Education

EDI - Local Coordinator

> {[horganizations

Details

Oklahoma Department of Career and Technology Education

Short Name OK DEPT CAREER TECH

e Click the arrow » next to Grant Process on left navigation.

EDI - Local Goordinator

» []Qrganizations
4 [Grants
» i Grant Process

Details

QOklahoma D of Career and T
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e Click the arrow | » next to EDI Process on left navigation.

EDI - Local Coordinator A

» [[organizations Dashiggard

4 [Grants
4| W Grant Process
» L EDI Process e Oklahoma Department of Career and Technology Education

W OEDT caneED TECU

e Select EDI New Worksheet/Agreement Flow.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

» {JOrganization: Dashboard

@
i Grant Process Field Details

4 U EDI Process Name Oklahema Department of Career and Technology Education
[o] EDI New Worksheet / Agreement Flow Short Name OK DEPT CAREER TECH
|41 EDI Manage Grant WorkSheets/Agreemdiits/invoice/Fo
[ ED! i ocess Organization Code 601000000

EDI Grant Submit Worksheet — Step 1

1.1 - Complete the EDI Grant Submit Worksheet — Step 1 form. The tagged numbers on the
screenshot correspond to the instruction steps below. Many of these fields will automatically
display based on your organization login credentials.

1. Fiscal Calendar Year*. This field automatically displays the current year. If you are

applying for another year, change this field.

2. Grant Fund Type* automatically displays based on your organization login and role

credentials. Should be EDI.

Organization Type* should be Tech Center Districts and will automatically display.

4. Select an Organization * by typing in the first three letters of your school or

organization name.

5. Select an Organization District* if it does not automatically appear after typing the first

three letters of your Organization name or if you need to select a different Organization

District.

Select a Program Initiative* from the dropdown menu.

The Worksheet No.* automatically displays after selecting the Program Initiative.

Organization Type* will automatically display as Business Masters.

Select the appropriate Client Type* from the drop-down menu.

0. Select an Organization you are requesting training by typing in the first three letters of
the organization name.* If this is a new organization, not in the Business Master, you
will need to request a new business code by going to Organizations>Business
Master>Request New Business Code (See the Business Master guidebook on the
CTIMS page for complete instructions: https://www.okcareertech.org/about/state-
agency/divisions/imd/ctims/BusinessMasterGuidebook.pdf ).

11. The Business Code* is associated with the Organization and automatically displays after

an Organization is selected.

12. After verifying that all information is correct, Click Save & Next button.

w

RO ~NO
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NOTE: A red asterisk (*) indicates a required field.

B/t

Dashboard | EDI New Worksheet / Agreement Flow X

EDI Grant Submit Worksheet - Step 1

Fiscal Calendar Year:* 2018-2019

Organization Type:* Tech Center Districts

Organization District*

Worksheet No*

9900

Client Basic Information For work Sheet

Business Masiers

Organization Type*

Sample Technology Center v

» Grant Fund Type™
Organization *

Program Initiative™*

WS-1819-EDI-EDI-TIP-4

Client Type*

Organization* BANK

@ Business Masters ( Company) v
Business Code* @

H Save & Next

@) .
@ Sample Technology Center v
@ Economic Devolopment - Training for Ind...  »

= View Location(s) = View Contact(s)

‘Year Established

FEI Number

Secondary NAICS Code

Primary NAICS Code Commercial Banking (522110) v
YYears in Business Years in Oklahoma
No. of hourly Employees 0 No. of Salaried Employees

Highest Level if Employment

Approval Status

Year Formed

Year Left

Region

Client Products

Vendor Number

‘Year Joined

Impact District Id

DUNS Number

Agriculture, Forestry, Fishingand Hu...

@ * Save & Next
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EDI Grant Submit Worksheet — Step 2

2.1 - Verify the client information on the EDI Grant Submit Worksheet — Step 2 Page. Click
on the +(plus) sign to open this section of the page.

EDI Grant Submit Worksheet - Step 2

& Refresh || dg) Worksheet Summary | (9 Save & Next

= Provider Organization Details

Fiscal Calendar Year® 2018-2019 - | Grant Fund Type™ EDI
Organization Type:* Tech Center Districts v | Organization™ SAMPLE Technology Center
Organization District SAMPLE Technology Center v Program initiative Economic Development - Firefighter (Type 83) ... +

WS-1819-EDI-EDI-FIREFTR-

+ Basic Client Information
\ ing Request Details

v G Refresh g Worksheet Summary = (@ Save & Next

2.2 - Open the Funding Request Details form by clicking on the +(plus) sign. Scroll down to
access and complete all the sections. You must put something in every box that has a red
asterisk (*).This form is different for each initiative. After you complete the form, select the
Worksheet Summary to print a pdf of your worksheet, then select the Save & Next button.

FORM EXAMPLES:

TIP Worksheet:

nts Dashboard EDI New Worksheet / Agreement Flow X A.
prant Process EDI Grant Submit Worksheet - Step 2
Ik EDI Process
+ Provider Organization Details G Refresh fid Worksheet Summary @ Save & Next
|41 EDI Manage Grant WorkS
4] EDI Invoice Process
> ’

+ Attachments

= Funding Request Details

New TIP Worksheet

Client's Mailing Address™

‘ CEQ's Name

CEQ's Phone

CEC's Email Address
Contact's Name*
Contact's Title*

Contact's Phone Number®
Contact's Email Address™
Client's Product

Years in Business*

YYears in Oklahoma*
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Firefighter Training Worksheet:

nts Dashboard EDI New Worksheet / Agreement Flow X
Brant Process

EDI New Worksheet / Agi + Provider Organization Details
8] EDI Manage Grant Works

[¢] EDI Invoice Process =+ Basic Client Information
>

+ Attachments

= Funding Request Details

New FFT Worksheet
Fire Station Name*

Fire Station Mailing Address™
‘ Chiefs Name*

Chiefs Phone*

Chiefs Email Address*
Contact's Name*

Contact's Tite*

Contact's Phone Number*

Contact's Email Address™

Contract Start Date*
Current Employees™

Number Of Trainees*

EDI Grant Submit Worksheet - Step 2
k EDI Process

& Refresh | dgl Worksheet Summary | @ Save & Next

©2016 - Production Site. Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently not compatible with other browsers. | Version: 1.0 | CTBDS

New Safety Worksheet:

Dashboard EDI New Worksheet / Agreement Flow %

Grant P
[l EDI Process

= Provider Organization Details

[l EDI Manage G
4] EDI Invoice Proceas + Basic Client Information

+ Attachments

= Funding Request Datails

New Safety Worksheet

Contact's Name*

Contact's Title*

‘ Contact's Phone Number*

Contact's Emall Address*

Contract Start Date” m
Current Employees

Number Of Trainees

Why Is training being requested?

Maintain

Upgrade

What type of training Is being requested?

& Refresh || fgj Worksheet Summary | @ Save & Next
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Economic Development — Incubator Worksheet:

his Dashboard | EDI New Worksheet / Agreement Flow X

= Provider Organization Details

= Basic Client Information
=+ Attachments

= Funding Request Details

New Incubator Worksheet

Contact's Name*

Contact's Titie*

Contact's Phone Number*

Contact's Email Address*

Contract Start Date” m

Current Employees®

Number Of Trainees*
Why Is training being requested?
Maintain

Upgrade

What type of training Is being requested?

EDI Grant Submit Worksheet - Step 2

Al

& Refresh | dg Worksheet Summary | (9 Save & Next

IMPORTANT: You must finish the EDI Grant Submit Worksheet — Step 2 Page and click

Save and Next for any of the information to be saved.

NOTE: If the worksheet is sent back to you, or rejected for a change, please use the Change
Request process. You can find complete instructions on page 24 of this document. Do not
select the EDI New Worksheet/Agreement Flow option on the left navigation, as this will start a

completely new worksheet.

2.3-TO REVIEW: After completing the Funding Request Details form, you can Save as
Draft and view and download a Worksheet Summary pdf. Select the Worksheet Summary

button at the bottom of the form.

nis Dashboard EDI New Worksheet / Agreement Flow X
rant Process
| EDI Process

EDI New Worksheet / Ag + Provider Organization Details

[4] EDI Manage Grant WorkS

EDI Grant Submit Worksheet - Step 2

[¢] EDI Invoice Process
>

+ Basic Client Information
+ Attachments

+ Funding Request Details

& Refresh | g Worksheet Summary || (@ Save & Next

Y

& Refresh || fg Worksheet Summary (@) Save & N
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2.4-TO PRINT: Select the save/download button e

“to download a pdf that you can save

and/or print. Do not use the printer button. Click on the % on the Grant Worksheet Summary

tab to close out the Worksheet page.

e —

Chief's Phone

Chief's Email Address

Contact’s Name

Contact's Title

Contact's Phane Number
Contact’'s Email Address

Contract Start Date

Current Employees

Number OF Trainees

‘Why is training b&ing requested?
Maintain

Upgrade

What type of training is being requested?
Assessments

Training

Consumables

Curriculum Books

« Manage Grant WorkSheets/Agreements/Involce/F ollow-up WS-1819-EDI-EDI-FIR R-444-16X111745- E9CEFC246577 - New Grant Worksheet Summary  »
L R E Find K =]
Worksh% 't R i ra
Worksheet Request Number:
School Name: Business Name:
school Code: Office Addre;
Date of Request Submitted: First Submitted By:
Last Submitted On: Last Submitted By:
Fully Approved Date: Fully Approved By:
Contact Person Name: Current Stage Title:
ocas ocas ocas
Budget Line Description Rea. units  Te@- Unit Rea. Unit e tem Total | Program Function Object
Cast Ui Code code Code
Toral
Worksheet Form Builder Info
Question Component Answer
New FFT worksheet
Fire Station Name AdA
Fire Station Mailing Address Ads
Chief's Name Al

405-743-6882

33

405-743-6802
KKK@OKCAREERTECH.ORG
09/01/2018

15

5

Yes
No

No
Yes
No
No

2.5 - Select Save and Next to continue.

Dashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up %

= Provider Organization Details

Fiscal Calendar Year* 2018-2019

Organization Type:* Tech Center Districts
Qrganization District™ Sample Technology Cenles

Worksheet No*

| + Basic Client Information

4 Funding Request Details

WS-1819-EDI-EDI-FIREFTR-444-16X111745-E9CEFC246577

WS-1819-EDI-EDI-FIREFTR-444-16X111745-E9CEFC246577 - New X

EDI Grant Submit Worksheet - Step 2

Grant Fund Type:*

v
Organization:*

v | Program Initiative™ Economic Development - Firefighter (Type 83) -... v

& Refresh @ Worksheet Summary | (&) Save & Next

NOTE: You can click the +(plus) sign to expand the Basic Client Information and Funding
Request Details sections to review information before saving.
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EDI Grant Submit Worksheet — Step 3

3.1 - On the EDI Grant Submit Worksheet — Step 3 Page, click on the +(plus) sign next to
Budget Line Items to expand this section of the form. On the Budget Line Items screen, you
can click the Add Budget Line, Remove Budget Line, or Cancel Budget Line Changes. The
first line automatically comes up, so you can start typing in the budget items. Just click in the
blank box under the titles to begin.

1. Complete Budget Line Desc with the description of the item.

Complete Req. Units (Required Units-Zero (0) is not acceptable in this field).

3. Complete Req. Unit Cost (Required Unit Cost-Zero (0) is not acceptable in this
field).

4. Complete Req Unit Type (Required Unit Type)-Select Req Unit Type from
drop-down.

5. If your school will match any of the funds, enter that amount under Matched
Funds.

6. Click Add Budget Line, to add more budget lines and repeat steps 1-5. (You
may need to scroll to the right to see).

N

EDI Grant Submit Worksheet - Step 3

+ Provider Organization Details & Refresh | dg) Worksheet Summary | W One Step Back () Save as Draft | & Submit For Approval

=+ Basic Client Information
=+ Project Details

= Budget Line ltems

Grant Allocation

Sub Award Allocation  Worksheet Budgeted ~ Worksheet Requested Agreement Budgeted  Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Remaining to Invoice

$3,874.00 0.00 Total $0.00 $0.00 Agrmt. Budgeted) $0.00
@ $0.00 $3,874.00

® Add Budget Line | x Remove Budget Line | (9 Cancel Budget Line Changes

Req. Unit Cost Req. Unit Type Work Sheet Total Req. Total  Matched Funds

( : i | @ 0.00 o 50.00 @ $0.00 $0.00 o 0.00  Active
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3.2 - Type a Note in the space below the line item budget area if desired.

+ Project Details

et Line ltems
Grant Allocation
Sub Award Allocation  Worksheet Budgeted R \g 1t Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Remaining to Invoice
$3,874.00 50.00 Total $0.00 $0.00 Agrmt. Budgeted) 50.00

$0.00 $3,874.00

@ Add Budget Line  * Remove Budget Line | (®) Cancel Budget Line Changes

Budget Line Desc. Req. Units Req. Unit Cost Req. Unit Type Work Sheet Total Req. Total Maiched Funds Status
Training Materials 5.00 $1500 Cost Per Each $75.00 $75.00 2000 Active
0.00 $0.00 $0.00 $0.00 0.00 Active

$75.00 $75.00
q Note

3.3 - Add supporting or required attachments by clicking on +Attachments tab. Then, click
Browse, and find your document. Finally, select Upload & Save file.

NOTE: If you do not have your attachment file prepared at this time, you can click Save as
Draft and return later to complete the Worksheet process.

EDI Grant Submit Worksheet - Step 3
= Provider Organization Details
= Basic Client Information
= Project Details

=+ Budget Line Items

= Attachments

e
’ Browse:

Attachment Note:

OWSE... i Upload & Save file

4

aa————
(@) Active/inactive file(s) | (2 Delete file(s) ~ Download all files

Siatus File Name Attachment Note Uploaded Date Action

= Acknowledgements

¢ Refresh  dm Worksheet Summary | 1« One Step Back (2 Save as Draft | (2 Submit For Approval

¢ Refresh  dg) Worksheet Summary  k One Step Back (2 Save as Draft | (2 Submit For Approval
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NOTE: You can add a note for the attachment after it has been uploaded by clicking the Active

box next to the file name. This will provide a Note window for you to add the note. Then click
OK.

EDI Grant Submit Worksheet|
G Refresh | [

=+ Provider Organization Details

+ Basic Client Information

Testing Attachment Excel File xlsx

=+ Project Details
+ Budget Line Items Note:

= Attachments Input note here

@ cancel m

< Status File Name Attachment Note

OO Active Testing AttachgEnt Excel File xlsx

cknowledgements

To save as Draft

You can Save as Draft at this point and it will save all the information you have input on the
Funding Request Details form and the Budget Line Items without submitting for approval.
This will let you stop the process and resume at a later time. You can make any changes you

need to the Funding Request Details or the Budget Line Items before you submit by selecting
the line and making the changes.
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EDI Grant Submit Worksheet — Step 4

4.1 - Click the +(plus) sign next to the Acknowledgements section and check the
acknowledgement certification buttons, then add an Acknowledgement Note. This field is
required, but you can add your initials if you do not have a note to add.

Oklahoma Department of Career and Technology Education

r ‘ 4 Provider Organization Details
‘ +# Basic Chient Information
‘ + Budge! Line ltems

+ Attachments

U || (nheriled size) v {(mheited fonl)

niks/mvoice Foll

¥ information provided is accurale and complete.

WAp % WS-1617-EDMED-FIREFTR-444-16X111745-43CS4AESITED - New X

v Fomat

EDI- Local BIS Coordinalor .

EDI Grant Submit Worksheet - Step 4

© Refresh | dg) Worksheet Summary | i« One Step Back @ Saveas Dralt | (@ Submit For Approval

Acknowledgement Note Here

]

© Refresh @ Worksheet Summary

# One Step Back | @ Save as Drafl | @ Submit For Approval

NOTE: To ensure your worksheet is complete and accurate, you can view or print your
worksheet summary page before submitting for approval. Click on the Worksheet Summary

button.

¢l {Grants

B K Grant Process
= I EDi Process

|4 EDI Invoice Process

IBIEDI New Worksheet / Agr

L¢] EDI Manage Grant Works

>

Dashboard ~ EDI New Worksheet / Agreement Flow X

+ Provider Organization Details
+ Basic Client Information

+ Budget Line Items

+ Attachments

+ Acknowledgements

EDI Grant Submit W- . .sneet - Step 4

& Refresh | g Worksheet Summary 1 One SieMgack @ Save as Draft @ Submit For Approval

e

& Refresh | &g Worksheet Summary | 1 One Step Back (2 Save as Draft (@ Submit For Approval

To print the Worksheet Summary, select the save/download button

" to download a pdf that

you can save or print. Do not use the printer button.
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4.3 - Click the Submit for Approval.

Oklahoma Department of Career and Technology Education

+ Provider Organization Datails
4 Basic Client Information

+ Budget Line ltems

+ Aftachments

Your worksheet has been successfully submitted. You will receive an email from the CTIMS
system stating your worksheet has been submitted successfully to the EDI State Regional
Coordinator.

NOTE: After you submit the worksheet/application, if there are any changes, you will have to
use the Change Request process. You can find complete instructions on page 25 of this
document. Do not select the EDI New Worksheet/Agreement Flow option on the left
navigation, as this will start a completely new worksheet.

The Worksheet will now go to the EDI State Regional Coordinator and EDI State Supervisor for
Approval. If the Worksheet is rejected at either approval stage, the EDI Local Coordinator will
need to use the Change Request process.

EDI Change Request Process
Logging in and Accessing the Worksheet

After a Worksheet is submitted for approval, you must go through the Change Request Process
to make any changes.

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

NOTE: Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently not
compatible with other browsers.
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https://ctims.okcareertech.org/CTBDSWeb/

e Verify that you are signed in with the appropriate role in the top right-hand corner. Use
the drop-down arrow to select your EDI role.

EDI - Local Coordinator v I

» [[JOrganizations. Dashboard '
» [Grants
Details

EDI - Lecal Coordinator

> [[3 Organizations
> [Grants

Details
Oklahoma Department of Career and Technology Education

Short Name OK DEPT CAREER TECH

e Click the arrow ' » next to Grant Process on left navigation.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

» [ organizations Dashboard

4| [[Grants
» L Grant Process

Details

Name Oklahoma D of Career and Te

e Click the arrow | » next to EDI Process on left navigation.

Oklahoma Depa ent of Career and Te olog ducatio
EDI - Local Coordinator v
» [} Organizations ashboard
+ [Grants
4 [B Grant Process Deta
» L EDI Process Na Oklahoma Department of Career and Technology Education
“h QUCQEDT CAQSER TECH
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e Complete the EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screenshot correspond to the instruction steps below. Many of
these fields will automatically display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.

Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that need
your approval.

orwdPE

©ooNo®

NOTE: A red asterisk (*) indicates a required field.

Dashboard EDI Manage Grant \g i elF up ®

EDI Grant Fund Worksheets List

Fiscal Calendar Year= o 20182019 . Grant Fund Type- o o i

Organization Type:* o Tech Center Districts v Organization:*

Organization District:* @ v Program Initiative:* @ —Select- v
.

Approval Function Type: * All @
Filter on Status: * All v O Search @
o Excel

@ Save changes (8 Cancel changes @& Export

Enter the first three characters of any word that is ir

Worksheet Approval Current

Act Provider Name Client Name Stage Agreement
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Initiating and Completing the Change Request

1.1 - After clicking the Search button, the worksheet/applications that are in the approval
process will be listed. Select the worksheet number to open it.

loma Department of Career and Technology Education ) »

EDI - Local BIS Director v

nts Dashboard | EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X

[rant Process
E EDI Process

DI Manage Grant Workd} Fiscal Calendar Year:* 2016-2017

EDI Grant Fund Worksheets List

Grant Fund Type:* EDI v
] EDI Invoice Process N . R,
N Organization Type: Tech Center Districts y  Organization: Sample Technology Center v
Organization District:* Sample Technology Center » Program Initiative:*

Economic Development - Firefighter (Type 83) v

Approval Function Type: * Al

Filter on Status: * Al v | O Search

(@ save changes (% Cancel changes &) Export to Excel

S

Acti Provider Name: ‘Worksheet Approval Curre. V orksheet. Worksheet Agreement

[ERY] Sample Technology Center EDI Local BIS Director - 2n._. #05/16/201 WS-1617-EDI-EDI-FIREFTR-444-16X1117 New-Draft

h Department of Career and Technology Education

EDI Grant Submit Worksheet - Step 3
Process )

" & Refresh || dg) Worksheet Summary | i« One Step Back = (@)
| Process =+ Provider Organization Details

[EDI New Worksheet / Agr

EDI Manage Grant WorkS

() Change Request

+ Basic Client Information

EDI Invoice Process . ~
> =+ Project Details

= Budget Line ltems.

Grant Allocation

Sub Award Allocation Worksheet Budgeted Agreement Budgeted Fully Approved Invoiced  Agreement Unbudgeted = (Allocated - Agrmt
$2,007.20 $550.00 $0.00 $0.00 Budgeted)

Remaining to Invoice

50.00
$2,007.20

Budget Line(OCAS CODE)

Program — Function - Object Budget Line Desc. Req. Units Req. Unit Cost Req. Unit Type Work Sheet Total Req. Total  Matcheq
Training 3.00 $100.00 | Cost Per Class $300.00 50.00
Books 10.00 $10.00  Cost Per Each $100.00 0.00
supplies 150.00 §1.00 | Cost Per Class $150.00 50.00

1.3 - The Change Request process cancels the worksheet/application approval process. Click
OK to continue.

Change Request

You are going to cancel the approval process and iniliating the change request process,
Are you sure?

Cancel
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1.4 - You can now make changes to the Project Details section or Budget Line Items section.
After making the changes, go to the Acknowledgement section and check the certification box

and add an acknowledgment note.

Department of Career and Technology Education

>
=+ Project Details

= Budget Line ltems

+ Attachmen!

= Acknowledgements
(7) ~ By checking this box, I certi
( )

| Acknowledgement Note:*

hat the information provided is accurate and complete

B 7 U (inherited s v | (inherited font) v | Format v

adc

Dashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X = WS-1617-EDI-EDI-INCUBATOR-431-16X111745-EC583883FOF4 - 1st Stage X

rocess EDI Grant Submit Worksheet - Step 3
IProcess
DI New Worksheet / Agr + Provider Organization Details & Refresh | ] Worksheet Summary | I« One Step Back | (2 Save as Draft | @ Submit For Approval
DI Manage Grant Workd
DI Invoice Process = Basic Client Information

EDI- Local BIS Coordinator "l

& Refresh | g Worksheet Summary

1+ One Step Back | (@ Save as Draft | (2 Submit For Approval

NOTE: Once the changes, or partial changes have been made, you can Save as Draft by
clicking Save as Draft. This will save the changes to the worksheet without summiting to the

next approval stage, so you can return and finish at a later time.

1.5 - Select Submit for Approval.

Oklahoma Department of Car Technology Education

B I crant Process
£ [ ED! Process

< >
+ Project Details

=+ Budget Line ltems
+ Attachments
= Acknowledgements

(7 " By checking this box, | certify that the information provided is accurate and complete

Acknowledgement Note:™

B I U | (inherited size) v | (inherited font) v | Format v

adc

= Dcrans Dashboard ~ EDI Manage Grant WorkSheets/Agreemenis/invoice/Follow-up X = WS-1617-EDI-EDI-INCUBATOR-431-16X111745-EC583883F9F4 - 1st Stage X

EDI Grant Submit Worksheet - Step 3

14 One Step Back || @ Save as Draft | @ Submit For Approval

6] EDI New Worksheet / Agr = Provider Organization Details © Refresh &g Worksheet Summary
EDI Manage Grant Workg
L1 EDI Invoice Process = Basic Client Information

EDI- Local BIS Coordinator

& Refresh | @) Worksheet Summary || 1« Onewaack @ Save as Draft | (@ Submit For Approval
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1.6 - Click OK.

Oklah

=& Dorants
B [ Grant Process
() (L EDI Process

|4 EDI Invoice Process

a Department of Career al

1] EDI New Worksheet / Agr

DI Manage Grant Workd}

echnology Education

Grant Work Sheet

Successfully completed the current stage and going to next stage. Please wait....

1.7 - Select Approve to send changes to next approval stage.

Oklahoma Department of Career and Technology Education

= [DGrants
B [ Grant Process
& W EDI Process

(9] EDI Invoice Process
< >

EDI New Worksheet / Agr

DI Manage Grant Work]

EDI- Local BIS Coordinator v

Approval Process - EDI Grant Worksheet Approval
NOTE: Enter Approval/Rejection Note and then Click on Approval button 1o finalize your changes and submission 1o further Process.

Click on Approval button to finalize your changes and submission to ODCTE.

Request Number

WS-1617-EDI-EDI-INCUBATOR-431-16X111745-EC583883F9F4

Approval Stage Approval Date ApproverRole  ApprovedBy  Approver Email  Approval Status Note Private Note

—
» EDI Local BIS Coordinator - 1st 6/26/2017 4:41:5. EDI-Local Bl... | Denise - Chri. Denise Christ._..

Cancel for C. New Process ~
EDI Local BIS Director -2nd Ap... | 6/26/2017 4430
EDI State Regional Coordinalor...  6/26/2017 4430
EDI State Supervisor - 41N Appr... | 6/26/2017 4:430... v
Current Approval Stage Information
Approved By* Christy Denise Approval Stage™ 1st Stage

Approver School*

Oklahoma Department of Career and Technology Education Approver Role* EDI- Local BIS Coordinator
Approver Email*

Denise Christy@careertech.ok gov Approval Date*

0612612017
ApprovallRejection Note

Format v B I U

1.8 - Click OK at the “Are you sure?”” message.

Oklahoma Department of Career and Technology Education

2 Dcrants
2 [ Grant Process
=) [EEDI Process
1] EDI New Worksheet / Agr:

DI Manage Grant Worky

[¢1 ED1 Invoice Process
< >

Monday, June 26, 2017 4:30 PM | Hello Denise.Christy @careertech.ol.gov! £

EDI- Local BIS Coordinator

Information

Are you sure?

The worksheet will go back through the regular approval process.
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Agreement Process
Agreement Approval Process

The Agreement is the working copy of the Budget Line Items that contains the OCAS codes and
details of planned expenditures. Only the agreement can be changed once the worksheet is fully
approved by ODCTE staff and the agreement created (changes cannot be made to the worksheet
after the agreement is created.)

Roles: Agreement Process

Stage 1 - Local Coordinator — Agreement process starts. (No changes should need to be made.)

A 4

Stage 2 — Local BIS Director

¥

Stage 3 — State Regional Coordinator — Electronic signature for SOU obtained

here.
¥

Stage 4 — State Initiative Supervisor - Electronic signature for SOU
obtained here.

¥

Stage 5 — Local Superintendent/CEO (or designee) — Electronic
signature for SOU obtained here.

A 4

Stage 6 - State Requisition Coordinator — Generate SOU,
submit requisition to finance, enter PO number into the
agreement.

A 4

Stage 7 - Local Finance Coordinator — Enter OCAS
codes for each line item. Agreement Approval
becomes fully approved. (The tech center is
responsible for selecting OCAS codes. See
https://www.okcareertech.org/about/state-
agency/divisions/imd/ctims/OCASCodesforBIS.xlsx
for codes.)
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Local Coordinator
Accessing the Agreement List
Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and

CTIMS password.

Oklahoma Department of Career and Technology Education
CTIMS Sign in

Use a CareerTech account to sign in.

careervech

[l Remember me? Sign in

Forgot your password?

IMPORTANT: Please log in using Microsoft Explorer version 11 or higher. CTIMS is
currently not compatible with other browsers.

Verify that you are signed in with the role of an EDI Local Coordinator in the top right-
hand corner. Use the drop-down arrow to select this role.

OKlahoma Department of Career and |echnology Education
[eo-m crouer SNY

» [organizations Dashboeard

» [Grants

Details

Click the arrow ' » next to Grants on left navigation.

EDI - Local Coordinator

OW'=" 1@ woparw..-~* of Career and Technology Education

> {[horganizations
» [Grants

Details
Okiahoma Department of Career and Technology Education

OK DEPT CAREER TECH

EDI - Local Coordinator

» [iOrganizations
4| [[Grants
» L Grant Process

Details

Oklahoma Department of Career and Technology Education
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https://ctims.okcareertech.org/CTBDSWeb/

e Click the arrow » nextto EDI Process on left navigation.

EDI - Local Coordinator A

» [[JOrganizations shboard

« [Dcrants

4 Wb Grant Process Deta
r Lol roesss nage Oklahoma Department of Career and Technology Education

A nepT caoeED TECH

e Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

EDI - Local Coordinator v

» [JOrganizations Dashboard
4 [Grants

Field Details
rant Process

4 L EDI Process Name Oklahoma Department of Career and Technology Education
|] EDI New Worksheet / Agreemeni¥ow Short Name OK DEPT CAREER TECH
|¢] EDI Manage Grant WorkSheets/Agrements/invoice/Fo

1] EDI Inveice Process Organization Code 601000000

Opening the Agreement —Step 1

1.1 - Complete the EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screenshot correspond to the instruction steps below. Many of these
fields will automatically display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.

Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that need
your approval.

orwpdPE

©o~N®

NOTE: A red asterisk (*) indicates a required field. See next page for screen image.
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up X

ce/f

Dashboard EDI Manage Grant g

EDI Grant Fund Worksheets List

Grant Fund Type:*

o 2018-2019 v
o Tech Center Districts -

Fiscal Calendar Year:*
Organization:®

Organization Type:*
Program Initiative:*

Organization District:*

O .
Enter the first three characters of any word that is ir

L

)
0
=0

Client Name

Approval Function Type: *
Filter on Status: *
Works

Submission
Date

@ Save changes  (® Cancel changes

Worksheet Approval Current
Stage

Act Provider Name

Worksheet

—Select—
(6)
T
* @ Search @

Agreement

1.2 - After clicking the Search button, the agreement column will display New. Select the new

agreement by clicking on the word New.

Oklahoma Department of Career and Technology Education )
EDI Manage Grant Follow-up X "~

EDI Grant Fund Worksheets List

) [Grants Dashboard
& 1 Grant Process
& Y EDIProcess

DI Manage Grant Work

DI Invoice Process

Fiscal Calendar Year* 2016-2017

‘Sample Technology Center

‘Organization Type:*

<
Organization District:* SampleTechnology Center

>

EDI

Sample Technology Center

Grant Fund Type:*
Qrganization:*
Program Initiative:* Economic Development - Firefighter (Type 83)

Approval Function Type: * Al
Filter on Status Al

Sample
) Export to Excel

@ Save changes | ® Cancel changes

Worksheet Approval Current Stage
Local Superintendent - Fully Approved Stage

A._.. Provider Name
[# | Sample Technology Center

05/16/201

Worksheet...

v | esearen |

Worksheet Agreement
E§-EDI-FIREFTR-444-16.
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Reviewing the Agreement— Step 2

2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign.

Oklahoma Department of Career and Technology Education

EDI - Local Finance Coordinator v

Dashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up %X = New X

D [iGrants
B & Grant Process
[ W EDI Process

EDI Grant Agreement

G Refresh  dg| View SOU &g Agreement Summary =~ @® Save as Draft (@)

I EDI Manage Grant Work] + Provider Organization Details
[¢| EDI Invoice Process
< > + Basic Client Information

=+ Project Details

= Budget Line ltems

Grant Allocation
Agreement Unbudgeted = (Allocated - Agimt. - Remaining 1o Invoice
Budgeted) $0.00

$3,986.00

Fully Approved Invoiced
$0.00

Agreement Budgeted
$0.00

Sub Award Allocation
$3,986.00

Budget Line(OGAS CODE)
Program — Functior

Object

Agreement Line Desc.

Firefighter Workbooks 10

Tech Supplies 10

Unit Cost  Req. Unit Type
$15.00  Cost Per Each

$250.00 Cost Per Each

otal Matched Funds

$150.00

$2,500.00

2.2 - Review the SOU and Agreement Summary by clicking on the appropriate buttons indicated
below. To close out each tab after review, click the % on that tab. When back to the EDI Grant
Agreement screen, click Save as Draft to go to the next stage.

Dashboard

Fiscal Calendar Year:*
Organization Type:*
Organization District:*
Worksheet No:*

Agreement No*

= Basic Client Information
4+ Project Details

4+ Budget Line Items

=+ Attachments

=+ Acknowledgements

BA Summary Report

—Select— v

EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X

= Provider Organization Details

2018-2019

New X | Funding Agreement X

EDI Grant Agreement

& Refresh

Grant Fund Type:™

Organization:*

&= View SOU | &g| Agreement Summary | Save as Draft ()

BIS PEF Report X

EDI v

Meridian Technology Center v

Tech Center Districts

Meridian Technology Center

WS-1819-EDI-EDI-FIREFTR-444-16X111745-E9CEFC246577

WSAG-1819-EDI-EDI-FIREFTR-444-16X111745-46535BAB6A30

S0U History Report & Refrash

--Seleci- v @

Program Initiative: Economic Development - Firefighter (Typ... v

am) View BIS PEF | dg| View SOU g Agreement Summary | @ Save as Draft
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2.3 - Click OK to go to next step.

Successfully completed the current stage and going to next stage. Please wait....

Agreement Acknowledgments and Approval— Step 3

3.1 - Click on the +(plus) sign beside the Acknowledgements tab to expand this section.
Check the box to verify that the information is accurate and complete.

== Provider Organization Details
= Basic Client Information

= Project Details

== Budi

Attachments
‘leedgements

* By checking this box, | certify that the informatiol

Acknowledgement Note:*

(inherited size) v

B I U g erited font)

BA Summary Report

S0U History Report

—Select— v —Select— v

rovided is accurate and complete:

fresh | | dm) View BIS PEF

N Cor Approval |

EDI Grant Agreement

& Refresh | dmg View SOU | dg] Agreement Summary | & Save as Draft | (%) Submit For Approval

Format A

1]
(]
Il
1]
fii
i
[

dm] View SOU | Jz] Agreement Summary @& Save as Draft
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3.2 - Add an acknowledgement note in the field provided. If you do not have a note to add,
type your initials, as this field is required. Then, click on the Submit for Approval button.

EDI Grant Agreement

& Refresh | dm) View SOU | dg] Agreement Summary | B Save as Draft | (& Submit For Approval

= Provider Organization Details
= Basic Client Information

== Project Details

=+ Budget Line Items

=+ Attachments

= Acknowledgements

* By checking this box, | certify that the information provided is accurate and complete.

Acknowledgement Note:*

1]
il
1]
i
i
11
Tl

B 7 U (nnherited size) ~ | (inherited font) ~ | Format -

< Refresh lBIS PE,

(& Submit For Approval g

BA Summary Report SOU History Report ) View SOU | g Agreement Summary | @ Save as Draft

—Select— - —Select— A

The agreement will now go to the EDI Local BIS Director for approval.

Local BIS Director

Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

career vech

Password:

[l Remember me? Sign in

Forgot your password?

IMPORTANT: Please log in using Microsoft Explorer version 11 or higher. CTIMS is
currently not compatible with other browsers.
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e Verify that you are signed in with the role of an EDI Local BIS Director in the top right-
hand corner. Use the drop-down arrow to select this role.

Oklahoma Department of Career and Technology Education D 2

EDI - Local BIS Director

S

EDI - Local BIS Direclor -

MERIDIAN TECH CNTR-STILLWATER

Sample Technology Center

e Click the arrow * next to Grant Process on left navigation.

EDI - Local BIS Director -

Okiahoma Depanment of Career and Technology EQucaon
OOCTE

Okiahoma Depanment of Career and Technology EQucaon

Organization Type ODCTE

e Click the arrow | » next to EDI Process on left navigation.

Oklahoma Department of Career and Technology Education T R

_EU\ Local BIS Director -

Dashboard

Name MERIDIAN TECH CNTR-STILLWATER

Short Name MERIDIAN TECH
Organization Cod 6OX016745

« Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

EDI - Local BIS Director v

board | EDI Manage Grant WorkSheets/Agreements/invoice/Foliow-up X

EDI Grant Fund Worksheets List

+  Grant Fund Type*

EDI

Fisc [::Lendat Year* 2019-2020

lfzation Type*

Tech Center Districts +  Organization*

gffanczation District* Program initiative * Select-
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Opening the Agreement — Step 1

1.1 - Complete the EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screenshot correspond to the instruction steps below. Many of these
fields will automatically display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

agrwdPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard EDI Manage Grant \g i elF up ®

EDI Grant Fund Worksheets List

Fiscal Calendar Year= o 20182019 . Grant Fund Type- o o i

Organization Type:* o Tech Center Districts v Organization:*

Organization District:* @ v Program Initiative:* @ —Select- v
.

Approval Function Type: * All @
Filter on Status: * All v O Search @
o Excel

@ Save changes (8 Cancel changes @& Export

Enter the first three characters of any word that is ir

Worksheet Approval Current
Act Provider Name Client Name Stage Agreement
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1.2 - After clicking the Search button, the agreement column will display an agreement number.
Select the new agreement by clicking on the Agreement Number. This is a link that will open

the agreement.

EDI Manage Grant WorkSheetsfAgreements/Invoice/Follow-up X

5 Torans Dashboard
B [ rant Process EDI Grant Fund Worksheets List

& LEDI Process
2016-2017 Grant Fund Type™* ol

EDI Manage Grant Workd Fiscal Calendar Year* v
, | Organization*

L] EDI Invoice Process
> Organization Type:* Tech Center Districts

Sample Technology Center

Program Initiative:* Economic Development - Firefighter (Type 83)

Organization District™ Sample Technology Center

Approval Function Type: * Al

Fiter on Status: * Al

Sample
@ save changes  ® Cancel changes &) Export to Excel

Agreement

Worksheet... Worksheet

Worksheet Approval Current Stage
WSAG-1818-EDI-EDI-FIREFTR-444-07X1

Local Superintendent - Fully Approved Stage

A... Provider Name
[+ ¥ Sample Technology Center

05161201 WS-1819-EDI-EDI-FIREFTR-444-

Reviewing the Agreement— Step 2
2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign. Review the

budget.

New X

@ [omants Dashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up %
B HGrant process EDI Grant Agreement
& Refresh  dgl View SOU g Agreement Summary ~ ® Save as Draft

=) L EDI Process

IBEDI Manage Grant Workg + Provider Organization Details

|4l EDI Invoice Process

®

> + Basic Client Information

= Budget Line ltems

Grant Allocation
Sub Award Allocation
$3,986.00

heet Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt. - Remaining to Invoice
650,00 50.00 $0.00 Budgeted) $0.00
$3,986.00

Agreement Budgeted

Approv Total  Matched Funds

Budget Line(OCAS CODE)

Program — Function - Object  Agreement Line Desc. Units Unit Gost  Req. Unit Type Total
Firefighter Worknooks 10 $15.00  Cost Per Each $150.00 $150.00 -
Tech Supplies 10 $250.00  Cost Per Each $2,500.00 $2,500.00 -
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2.2 - Review the SOU and Agreement Summary by clicking on the appropriate buttons indicated
below. To close out each tab after review, click the 3 on that tab. When back to the EDI Grant

Agreement screen, click Save as Draft to go to the next step.

Dashboard

= Provider Organization Details

Fiscal Calendar Year:*
‘Organization Type:™*
‘Organization District:*
Worksheet No:*

Agreement No™*

= Basic Client Information
4+ Project Details

4+ Budget Line Items

+ Attachments

=+ Acknowledgements

BA Summary Report

—Select— v

SOU History Report

EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up

2018-2019
Tech Center Districts

Sample Technology Center

x

New X

EDI Grant Agreement

& Refresh  dg View SOU | dg| Agreement Summary | (B Save as Draft | (&)

Grant Fund Type:™
Organization:*

Program Initiative:*

WS-1819-EDI-EDI-FIREFTR-444-16X111745-E9CEFC246577

WSAG-1819-EDI-EDI-FIREFTR-444-16X111745-46538BAB6A30

--Select- v @

Funding Agreement %

BIS PEF Report X

EDI

Sample Technology Center

Economic Development - Firefighter (Typ... ~

U

jew BIS PEF | [g View SOU | [z Agreement Summary = & Save as Draft

1 3

2.3 - Click OK to go to next step.

Successfully completed the current stage and going fo nexi stage. Please wait....
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Agreement Acknowledgements and Approval— Step 3

3.1 - Click on the +(plus) sign beside the Acknowledgements tab to expand this section.
Check the box to verify that the information is accurate and complete.

EDI Grant Agreement
& Refresh | dm) View SOU | dm) Agreement Summary @ Save as Draft || (2 Submit For Approval

= Provider Organization Details

== Basic Client Information
= Project Details

= Budget Line |

ttachments

ledgements
ided is accurate and complete.

Acknowledgement Note:®

"
]

< * By checking this box, | certify that the information prf

font) v | Format v

B I U (inherited size) v (inherj

SOU History Report ¢ Refresh [z View BIS PEF | [3] View SOU | [z Agreement Summary | @ Save as Draft

—-Select— v & Submit For Approval | &)

BA Summary Report

—Select— A

3.2 - Add an acknowledgement note in the field provided. If you do not have a note to add,
type your initials, as this field is required. Then, click on the Submit for Approval button.

EDI Grant Agreement
& Refresh  dz View SOU | dm] Agreement Summary @ Save as Draft | (2 Submit For Approval

= Provider Organization Details

= Basic Client Information
=+ Project Details

=+ Budget Line ltems

=+ Attachments

= Acknowledgements

~ By checking this box, | certify that the information provided is accurate and complete.

-Acknowledgement Note*

il
]
1}
it
i

B I U (inherited size) v (inherited font) v Format

PEF g Vigh' SOU | g Agreement Summary | @ Save as Draft

BA Summary Report SOU History Report & Refresh | gz Vie
—Select— v —Select— - Submit For Approval ()

The agreement will now go to the EDI State Regional Coordinator for the SOU electronic
signature, then on to the State Initiative Supervisor, and Local Superintendent/CEO.
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Local Superintendent/CEO (or Designee)

Accessing the Agreement

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

career vech

Password:

[l Remember me? Sign in

Forgot your password?

IMPORTANT: Please log in using Microsoft Explorer version 11 or higher. CTIMS is
currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Superintendent/CEO in the
top right-hand corner. Use the drop-down arrow to select this role.

Oklahoma Department of Career and Technology Education
EDI - Local Superintendent/CEQ

36|Page


https://ctims.okcareertech.org/CTBDSWeb/

e Click the arrow » next to Grant Process on left navigation.

MERIDIAN TECH CHTR-STILLWATER

MERIDIAN TECH

on Code BOX016745

e Click the arrow | » next to EDI Process on left navigation.

MERIDIAN TECH CNTR-STILLWATER

MERIDIAN TECH

6OXO16745

Organization Type Tech Sites

e Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

Jashboard | EDI Manage Grant WorkSheets/Agreementsinvolce/Follow-up X

2010-2020

Organization Type:* Tech Cenler Districts

Organization District*
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Opening the Agreement — Step 1

1.1 - Complete the EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screenshot correspond to the instruction steps below. Many of these
fields will automatically display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select the Organization* by typing in the first three characters of the name.
Verify the Organization District™ if it does not automatically appear after typing
the first three letters of the Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications
that need your approval.

agrwdPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard EDI Manage Grant \g i elF up ®

EDI Grant Fund Worksheets List

Fiscal Calendar Year= o 20182019 . Grant Fund Type- o o i

Organization Type:* o Tech Center Districts v Organization:*

Organization District:* @ v Program Initiative:* @ —Select- v
.

Approval Function Type: * All @
Filter on Status: * All v O Search @
o Excel

@ Save changes (8 Cancel changes @& Export

Enter the first three characters of any word that is ir

Worksheet Approval Current

Act Provider Name Client Name Stage Agreement
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1.2 - After clicking the Search button, the agreement column will display an agreement number.

Select the new agreement by clicking on the Agreement Number. This is a link that will open
the agreement.

= [icrans Dashboard
B [ Grant Process
& W EDI Process

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X

~
EDI Grant Fund Worksheets List
I EAMLe | | Fiscal Calendar Year* 20162017 , | Grant Fund Type* EDI .
[d] EDI Invoice Process
< > Organization Type™ Tech Center Districts

, | Organization* Sample Technology Center v
Organization District* Sample Technology Center y | Program Initiative:*

Economic Development - Firefighter (Type 83) v
Approval Function Type: * Al .
Filter on Status: Al v | o searcn ‘
Sample —
@ Save changes | ® Cancel changes ) Export to Excel

Provide 0 App g 0
[# W Sample Technology Center | Local Superintendent - Fully Approved Stage | 05/16/201

Reviewing the Agreement— Step 2

2.1 — Expand the Budget Line Items section by clicking on the + (plus) sign. Review the
budget.

=] J;Grants Dashboard EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X New X
& @ Grant Process EDI Grant Agreement
(=] 4 EDI Process
EDI Manage Grant Workg + Provider Organization Details G Refresn  dg| View SOU  dg Agreement Summary | @ Save as Draft = @)
1] EDI Invoice Process
& 2 + Basic Client Information
=+ Project Detal
= Budget Line Items
Grant Allocation
Sub Award Allocation Worgheet Budgeted Agreement Budgeted Fully Approved Invoiced ‘Agreement Unbudgeted = (Allocated - Agrmt.  Remaining to Invoice
$3,986.00 /650.00 $0.00 $0.00 Budgeted) $0.00
$3,986.00
‘ -

Budget Line(OCAS CODE)

Program — Fun Object Agreement Line Desc.

Units Unit Cost  Reg. Unit Type I Matched Funds
Firefighter Workbooks $15.00 = Cost Per Each

$150.00 $150.00 -
Tech Supplies 10 $250.00 Cost Per Each $2,500.00 $2,500.00 -
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2.2 — Review the Agreement Summary, then sign the SOU by clicking on the appropriate buttons
indicated below. To close out each tab after review, click the % on that tab. When back to the
EDI Grant Agreement screen, click Save as Draft to go to the next step.

Dashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X | New X | Funding Agreement X  BIS PEF Report X

EDI Grant Agreement

= Provider Organization Details ¢ Refresh  dgl View SOU  dg| Agreement Summary | (F Save as Draft | (&)

Fiscal Calendar Year.™ 2018-2019 v Grant Fund Type:" EDI -
Organization Type™* Tech Center Districts » | Organization* Sample Technology Center -
Organization District* Sample Technology Center y  Program nitiative:* Economic Development - Firefighter (Typ...
Worksheet No:* WS-1819-EDI-EDI-FIREFTR-444-16X111745-E9CEF C246577

Agreement Nox* WSAG-1819-EDI-EDI-FIREFTR-444-16X111745-46538BAB6A30

% Basic Client Information
+ Project Details

4+ Budget Line Items

=+ Attachments

4 Acknowledgements l l ‘

BA Summary Report SOU History Report ¢ ReNgh | View BIS PEF | fg View SOU | 4z Agreement Summary | @ Save as Draft
—-Select- v --Select—- v @

2.3 - Click OK to go to next step.

Successfully completed the curent stage and going to next stage. Please wat....
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Agreement Acknowledgements and Approval— Step 3

3.1 - Click on the +(plus) sign beside the Acknowledgements tab to expand this section.
Check the box to verify that the information is accurate and complete.

EDI Grant Agreement
il View SOU | dm) Agreement Summary @& Save as Draft | & Submit For Approval

& Refresh

= Provider Organization Details

= Basic Client Information

oject Details

+ wne Items
+ ments

== Acknowledgements

rovided is accurate and complete

* By checking this box, | certify that the informati

owledgement Note:*

n
1]
il
L]
1}
\
[

- (inherited font) - Format -

30U History Report & Refresh | dg) View BIS PEF || Jg| View SOU | fg) Agreement Summary & Save as Draft

BA Summary Report
—Select— v (@ Submit For Approval | (&

—Select—

3.2 - Add an acknowledgement note in the field provided. If you do not have a note to add,
type your initials, as this field is required. Then, click on the Submit for Approval button.

EDI Grant Agreement
& Refresh | dmg) View SOU | dmg) Agreement Summary | (8 Save as Draft | (2 Submit For Approval

= Provider Organization Details

= Basic Client Information
= Project Details

= Budget Line ltems

=+ Attachments

= Acknowledgements
* By checking this box, | certify that the information provided is accurate and complete.

Acknowledgement Note:=

[
il
]
]
1}
1]
Jil

B I U (nherited size) v | (innerited fonty v  Format v

View SOU | g Agreement Summary @ Save as Draft

& Refresh | dg ﬁPEF

@ Submit For Approval | &)

N~———

The agreement will now go to the EDI State Requisition Coordinator to generate the SOU,
submit a requisition and enter the PO number into the agreement. Then, it will go to the Local

Finance Coordinator.

BA Summary Report SOU History Report

—Select— —Select—
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Local Finance Coordinator
Accessing Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Oklahoma Department of Career and Technology Education

CTIMS Sign in

Use a CareerTech account to sign in.

career vech

Password:

[l Remember me? Sign in

Forgot your password?

IMPORTANT: Please log in using Microsoft Explorer version 11 or higher. CTIMS is
currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Finance Coordinator in the
top right-hand corner. Use the drop-down arrow to select this role.

S —
EDI - Local Finance Coordinalor -

\ N _____/

Oklahoma Department of Career and Technology Education

Okiahoma Depariment of Career and Technology Education — ™

Short Name OK DEPT CAREER TECH

Organization Code 601000000

e Click the arrow » next to Grants on left navigation.

Oklahoma Department of Career &, * Technology Education

T —
EDI - Local Finance Coordinalor v

Okiahoma Depariment of Career and Technology Education

OK DEPT CAREER TECH

Organization Code 601000000
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e Click the arrow » next to Grant Process on left navigation.

1 Grant
v Wl Grant Process
I Re
Name MERIDIAN TECH CHTR-STILLWATER
Short Name MERIDIAN TECH
organizatioggfode BOX016745

e Click the arrow | » next to EDI Process on left navigation.

ants shboand
i Gran F
» WD Proce
b [ Req Name MERIDIAN TECH CNTR-STILLWATER
Short Naj MERIDIAH TECH
QOrgar tion Code GOX016745
nization Type Tech Sites

e Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

1| EDIManage Grant WorkSheels/Agreementsinvoice/Follow-up X

Fiscal Calendar Year * 2010-2020

Organization Type:* Tech Cenler Districts

Organization District*
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Opening Agreement —Step 1

1.1 - Complete the EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screenshot correspond to the instruction steps below. Many of these
fields will automatically display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select the Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing
the first three letters of the Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications
that need your approval.

agrwdPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard EDI Manage Grant \g i elF up ®

EDI Grant Fund Worksheets List

Fiscal Calendar Year= o 20182019 . Grant Fund Type- o o i

Organization Type:* o Tech Center Districts v Organization:*

Organization District:* @ v Program Initiative:* @ —Select- v
.

Approval Function Type: * All @
Filter on Status: * All v O Search @
o Excel

@ Save changes (8 Cancel changes @& Export

Enter the first three characters of any word that is ir

Worksheet Approval Current

Act Provider Name Client Name Stage Agreement
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1.2 - After clicking the Search button, the agreement column will display an agreement number.

Select the new agreement by clicking on the Agreement Number. This is a link that will open
the agreement.

5 Borans Dashboard | EDI Manage Grant Follow-up % A~
8 Bcrant Process EDI Grant Fund Worksheets List
=) & EDI Process
EDI Manage Grant Workd Fiscal Calendar Year* 20162017 Grant Fund Type=™ EDI v
9] EDI Invoice Process
< > Organization Type:* Tech Center Districts v | Organization:* Sample Technology Center v
Organization District* Sample Technology Center y | Program Initiative:* Economic Development - Firefighter (Type 83) v
Approval Function Type: * Al v
Filter on Status: * Al v ‘qsgmn‘
Sample
@ Savechanges () Cancel changes & Export to Excel
Provide 0 ApD g o 0 Ap mel N
# ¥ Sample Technology Center  Local Superintendent - Fully Approved Stage  05/16/201 WS-1617-Epmiimmms = = )

Reviewing the Agreement

2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign. Review the
budget.

= Dorants Dashboard
B W Grant Process
[ EDI Process
+ Provider Organization Details & Refresh | fz View SOU | gl Agreement Summary @ Save as Draft | @
L0] EDI Invoice Process
< >

EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X | New X

EDI Grant Agreement

+ Basic Client Information

=+ Project Details

= Budget Line Items
Grant Allocation
Sub Award Allocation

heet Budgeted Agreement Budgeted
$3,986.00

Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt. Remaining to Invoice
2,650.00 $0.00

$0.00 Budgeted) $0.00
$3,986.00

Budget Line(OCAS CODE)
Program — Fur — Object Agreem

Units  UnitCost Reg. Unit Type

ApprovTotal Matched Funds
Firefighter Workbooks: 10

$15.00 | Cost Per Each §150.00 $150.00 -
10 $250.00  Cost Per Each $2,500.00 $2,500.00 -

Tech Supplies
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Entering OCAS Codes— Step 3

3.1 - Go to the Budget Line Items. Enter the OCAS coding for each of the line items in the
following order: Object-Program-Function Code (e.g. 610-590-1500). Click in the blank box
under the Budget Line (OCAS Code) Column heading. As you begin typing the OCAS code, a
drop-down of OCAS codes will come up that you can select from. Select the valid OCAS code
for each budget item. Use the scroll bar at the bottom of the page to scroll to the right and input
any Matched Funds. After entering all budget information, click on the Save as Draft button.

=+ Provider Organization Details

Basic Client InforTMag

Project Details

Budget Line ltems

rant Allocation

Sub Award Allocation Worksheet Budgeted Agreement Budgeted
$20,520.00 $17,206.91 $17,206.91

Budget Line(s) =~ Budget Line Detail Information

@ X ®

Budget Line(OCAS G “E)

Obiject - Program — Funcy *n Agreement Line Desc.

610-590-1500

Calling the Mayday 9/30/17 (165,1..
610-590-1500 Responding to the Mayday 10/1/17...
610-590-1500 Advanced Fire Behavior 3/10/18 (2...

610-590-1500 Ropes 1A May 5,&6,2018 (24s,1c,...

EDI Grant Agreement

& Refresh | gl View SOU || fg| Agreemy tSumii @

Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Remaining to Invoice
$0.00 Agrmt. Budgeted) $17,206.91
$3,313.09
Units Unit Cost  Req_ Unit Type Total Approv Total  Matg
1 $1,278.91  Cost Per Class $1,278.91 $1,278.91
1 $1,460.91 = Cost Per Class $1,460.91 $1,460.91
1 $2,986.67 Cost Per Class $2,986.67 $2,986.67
1 $3,534.00  Cost Per Class $3,534.00 $3,534.00

NOTE: The tech center is responsible for selecting OCAS codes. See
https://www.okcareertech.org/about/state-agency/divisions/imd/ctims/OCASCodesforBIS.xIsx

for codes.
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Agreement Acknowledgements and Approval— Step 4

4.1 - Click on the +(plus) sign beside the Acknowledgements tab to expand this section.
Check the box to verify that the information is accurate and complete.

EDI Grant Agreement
& Refresh | dg] View SOU || 3 Agreement Summary  (® Save as Draft || & Submit For Approval

= Provider Organization Details
= Basic Client Information
=+ Project Details

= Budget Lj

Attachments

ledgements

* By checking this box, | certify that the information govided is accurate and complete.

Acknowledgement Note:™
B I U (inherited size) il ited font) v Format -

I
[}
]
i
1l
I
1]

SOU History Report & Refresh || dm| View BIS PEF | dg View SOU | dg| Agreement Summary = @& Save as Drait

BA Summary Report

-—-Select— - --Select— v (& Submit For Approval | (=)

4.2 - Add an acknowledgement note in the field provided. If you do not have a note to add,
type your initials, as this field is required. Then, click on the Submit for Approval button.

EDI Grant Agreement
& Refresh g View SOU ||zl Agreement Summary | @ Save as Draft | (2) Submit For Approval

= Provider Organization Details

= Basic Client Information
=+ Project Details

= Budget Line ltems

= Attachments

= Acknowledgements
* By checking this box, | certify that the information provided is accurate and complete.

Acknowledgement Note:*

"
il
]
1]
1
i
1]

B I U (inherited size) v (inherited font) - Format -

& Refresn | g Vl’E @ Save as Draft

=)

View SOU | gl Agreement Summary

BA Summary Report 80U History Report

& Submit For Approval

i

—Select— -—-Select—

The agreement is now fully approved.
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Budget Adjustment Process

After an Agreement is submitted for approval, you must go through the Budget Adjustment
Process to make any changes.

Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

NOTE: Please log in using Microsoft Explorer version 11 or higher. CTIMS is currently not
compatible with other browsers.

o Verify that you are signed in with the appropriate role in the top right-hand corner. Use
the drop-down arrow to select your EDI role.

EDI - Local Coordinator v I

Oklanoma Department of Career and Technology Education

Dashbeard

» [[Jorganizations
> | {JGrants

Details

e Click the arrow ' » next to Grants on left navigation.

Oklahoma Department of Career and Technology Education
EDI - Local Coordinator

» [[organizations
» [Grants

Details

Oklahoma Department of Career and Technology Education

OK DEPT CAREER TECH

EDI - Local Coordinator

» [iOrganizations
4 [[fGrants
» L Grant Process

Details

Oklahoma Department of Career and Technology Education

e Click the arrow » nextto EDI Process on left navigation.

Oklahoma Department of Career and Te ology Educatio

EDI - Local Coordinator v

([ Organizations Dashboard

4 [[Ocrants
4 [ Grant Process
» W EDI Process Najge Oklahoma Department of Career and Technology Education

o A ncpT caocED TECL
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e Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

Dashboard

Field Details

Name Oklahema Department of Career and Technology Education

» [[organizations

[6] EDI New Worksheet / Agreement Flow
[ EDI Manage Grant WorkSheets/Agreements/iny]

Short Name OK DEPT CAREER TECH
ce/Fo

1] EDI Invoice Process Organization Code: 601000000

Opening Agreement —Step 1

1.1 - Complete the EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up form. The
tagged numbers on the screenshot correspond to the instruction steps below. Many of these
fields will automatically display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.

Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that need
your approval.

akrownE

© N

NOTE: A red asterisk (*) indicates a required field. See next page for screen image.
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Dashboard EDI Manage Grant

EDI Grant Fund Worksheets List

Fiscal Calendar Year” o 2018-2019 v GrantFund Type: o EDI M

Organization Type* o Tech Center Districts v Organization:* o Enter the first three characters of any word that is in

Organization District* @ v Program initiative:* m —Select- v
6

N
Approval Function Type: * Al v
Filter on Status: * All *  © Search @
to Excel

@ save changes () Cancel changes @) Export

Worksheet
Worksheet Approval Current  Submission
Stage Date Worksheet

Act Provider Name Client Name

Agreement

1.2 - After clicking the Search button, the agreement column will display an agreement number.

Select the agreement by clicking on the Agreement Number. This is a link that will open the
agreement.

5 B crants Dashboard | EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up - X A
&) [ Grant Process EDI Grant Fund Worksheets List
E [ EDI Process
EDI Manage Grant WorkdJ Fiscal Calendar Year: 2016-2017 v Grant Fund Type:* EDI v
¢l ED1 Invoice Process
< 5 Organization Type:*

Tech Center Districts +  Organization:*

Sample Technology Center v
Organization District™ Sample Technology Center ~  Program Initative:* Economic Development - Firefighter (Type 83) v

Approval Function Type: All

Fiter on Status: * Al v |osearcn |
Sample

(@) Save changes () Cancel changes Export to Excel

[+l ¥ Sample Technology Center = Local Superintendent - Fully Approved Stage | 03/16/201... ===
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Initiating the Budget Adjustment — Step 2

2.1 - At the bottom right corner of the EDI Grant Agreement screen, click Budget Adjustment
Process.

NOTE: This will freeze any invoice in process and the agreement process will be sent

back to your approval stage.

ashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X = WSAG-1819-EDI-EDI-TIP-434-16X111745-AD29A2F93065 - Fully Approved Stage X

EDI Grant Agreement

+ Provider Organization Details GRefresh | [3 View SOU  [3 Agreement Summary

+ Basic Client Information
+ Project Details

+ Budget Line Items

+ Attachments

4+ Acknowledgements

This record is fully approved, you are not authorized to change data within this record.
BA Summary Report SOU History Report ORefresh | [AView BISPEF | [ View SOU | [ Agreement Summary
—Select— v —Select— v

@ Budget Adjustment Process

2.2 - You will be asked to confirm that you are reinitiating the agreement approval process.

Click OK.

Budget Adjustment Process

You are going to reinitiate the agreement approval process and initiating the budget
adjustment process, Are you sure?
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2.3 - Expand the Budget Line Items section by clicking on the +(plus) sign, then in the budget
line needing adjusted, make the necessary changes by clicking in the appropriate columns. For
example, click in the Units column to change the number of units.

+ Project Details

= Budget Line ltems

Grant Allocation
Sub Award Allocation Worksheet Budgeted R 1 Total g 1t Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt Rem:
$42,970.00 $42,969 00 $42,969.00 $42,969.00 $0.00 Budgeted) 542

$1.00

Budget Line(s) = Budget Line Detail Information

+ Add Budget Line | % Remove Budget Line = @ Cancel Budget Line Changes

Budget Line(OCAS CODE)
Function - Object - Program Agreement Line Des” Units Umn. “ost  Req. Unit Type Total Approv Total  Maiched Funds Status

NOTE: Once the changes, or partial changes have been made, you can Save as Draft by
clicking Save as Draft at the bottom of the EDI Grant Agreement screen. This will save the
changes to the agreement without summiting to the next approval stage, so you can return and
finish at a later time.

2.4 - When all adjustments have been made and you are ready to send to the next approval
stage, add the approval note in the Note field below the budget line items.

Budget Line(s) | Budget Line Detail Information

+ Add Budget Line || X Remove Budget Line | © Cancel Budget Line Ghanges

Budget Line(OCAS CODE)

BudgetLine ~ Req. Unit Req Unit  WorkSheet  Work Sheet
De: Type

Funciion - Object - Program Agrecment Line Desc. Units UnitGost Req. Unit Type: Approv Total  Maiched Funds Stalus. Req Units  Cost Req Total  Total Allocated

1500-600-590 Skills Academy (155, 360H, 2C) Tr... 2 . Active 51.00

e oo RS R e e

Jaximum 1000 characters lengih

F Attachments

F Acknowiedgements
BA Summary Report SOU History Report O Refresh | [ View BIS PEF || (3 BA Defail Report | [ View SOU | (3 Agreement Summary | + Save as Draft | & Submit For Approval
s = Solecl
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Acknowledgements and Approval— Step 3

3.1 - Next, expand the Acknowledgments section by clicking on the +(plus) sign. Add your
Budget Adjustment Justification Note (this field is required), then click the box to verify that

= Acknowledgements

Budget Adjustment Justification Note:

Fomt + B 1 U=z =z 22 a8

BA Summary Report SOU History Report G Refresn || [ View BIS PEF | [ BADetall Report || [3 View SOU || [ Agreement Summary | + Save as Drafll | & Suormit For Approval >

~Select- v ~Select-
‘\k

the information provided is accurate and complete. Now, select Submit for
Approval.

The agreement will go back through the regular approval process.
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Invoice Process
Invoice Submission & Approval Process

NOTE: For more information on funding and reimbursement, please refer to the
Reimbursement Checklist on page 19 of the BIS Guidelines FY20.
https://www.okcareertech.org/about/state-agency/divisions/imd/ctims

Roles: Invoice Process

The roles represent the stages required in CTIMS for the submission of an invoice.
Stage 1 - Local Coordinator — Initiates the invoice process

\ 4

Stage 2 - Local BIS Director

\ 4

Stage 3 - Local Finance Coordinator

$

Stage 4 - State Regional Coordinator

\ 4

Stage 5 - State Requisition Coordinator - Will verify the
invoices, print the documentation and deliver to The finance
department.

\ 4

Stage 6 -ODCTE EDI Finance Reviewer - This is final
approval to pay the claim.
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Local Coordinator
Accessing the Invoice

After the school is done with training, the EDI Local Coordinator starts the EDI Invoice
Process.

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

e Verify that you are signed in with the role of an EDI Local Coordinator in the top right-

hand corner. If not, use the drop-down arrow to select the correct role.

EDI - Local Coordinator

Dashboard

[ organizations.
[ Grants

Details

Name Oklahoma Department of Career and Technology Education

Short Name ODCTE

Organization Code 601000000

e Click the arrow ' » next to Grants on left navigation.

- _, .oma Department ol w.. ~* and Technology Education S =
Okiahoma Depariment of Career and Technology Education
OKDEPT CAREER TECH
60000000

ODCTE District

Organization Status Active

e Click the arrow | * next to Grant Process.

Owiahoma Department of Career and Technology Education
OK DEPT GAREER TECH

601000000

ODCTE District

Active
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e Click the arrow ' * next to EDI Process.

L Name Okiahoma Department of Career and Technology Education
Short Name: OK DEPT CAREER TECH
Organizzgffl Code 601000000
ation Type ODCTE District
Organization Status Active

e Select the EDI Invoice Process.

EDI Grant Fund Invoices List

N Year” 2019-2020 » | Grant Fund Type:” EDI

» [ Organizations Jashboard ce Process
Organization Distrflt
rant WorksheglfAgreementinvoice List | IManage Grant Invoices

E K Organizalion Ty Tech Center Disincts v | Organization: ENler e first thrée characters of any word tat is included in
Program Initiative:* _Select—
Gl
A Funciion Type: Al
Filter on Status. * Al v Qsearcn

B Export o Excel

New BAP Agreement Agreement
Invoice Provider Name Chient Name: Agreement Proces Agresment Submission Date Approval Stage Approval Status Wi

Opening/Creating the Invoice

Complete the EDI Grant Fund Invoices List form. The tagged numbers on the screenshot
correspond to the instruction steps below.

1. Verify Fiscal Calendar Year*.

Verify Grant Fund Type is set to EDI*.

Select your correct Organization Type from the drop-down menu. Should default to
Tech Center Districts.

Select your Organization by typing in the first three characters of the name.

Verify the Organization District*.

Select a Program Initiative*.

wmn

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

©ooN o0k

NOTE: A red asterisk (*) indicates a required field. See next page for screen image.
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Dashboard ~ EDI Manage Grant Work g

Fiscal Calendar Year* 2018-2019

o Tech Center Districts

Qrganization Type:™

Organization District:*

ts/Invoice/Follow-up X

EDI Grant Fund Worksheets List

+ Grant Fund Type:™

o EDI v

o Enter the first three characters of any word that is it »

@ —Select— .

Organization™

Program Initiative:*

5
@

Filter on Status: * All

(@ save changes ~ (® Cancel changes | 3] Export to Excel

Approval Function Type: = All
Client Name

Act Provider Name

v Q, Search @

Worksheet
Submission
Date

Worksheet Approval Current
Stage

Worksheet Agreement

After clicking the Search button, select New Invoice to start the invoice process, not the +

(plus) sign.

Oklahoma Department of Career and Technology Education

Dashboard | EDI Invoice Pracess X

(=) [ Grants
B [ crant Process
B [ EDI Process

EDI- Local BIS Coordinator

EDI Grant Fund Invoices List

Export to Excel

% New Invoi. Provider Name

[#) Newlnvoice ~ Sample Technology Cé

il EDI New Worksheet / Agr Fiscal Calendar Year™ 2016-2017 v Grant Fund Type EDI v
DI Manage Grant Works
DN OCE Toes Organization Type:* Tech Center Districts v | Organization Sample Technology Center v
< > " .
QOrganization District: Sample Technology Center y  Programinitiative: Economic Development - Firefighter (Type 83) v
Grant Worksheet/Agreement/invoice List | Manage Grant Invoices
Approval Function Type: * Al v
Filter on Status: * Al v | searcn |

Agreement Approv..

Agreement Submission Date

Agreement Agreement Approv..

WSAG-1617-EDI-EDI-FIREFTR-444-16X1... | No 06/23/2017 10:36:24 EDI State Requisiti... ~ Fully Approved

NOTE: To open an invoice that has been started, but not submitted for approval, click on the
Manage Grant Invoices tab. Or, to view the approval status of an invoice already submitted,
click the » sign next to the invoice to expand that section and view details.

P

Grant Worksheet/Agreement/Invoice Li Manage Grant Invoices

Approval Function Type: * Al

Filter on Status: *

All

[¥) Export to Excel

New

Invoice Provider Name Client Name:

v

v  Q Search

Agreement
Approval Stage

Agreement
Approval Status

BAP
Proces Agreement Submission Date

Agreement
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EDI Grant Submit Invoice - Step 1

1.1 - Verify that the information is correct, then select Save & Next to continue to the next
screen.

0 0 Dep 0 d ology Ed 0
EDI- Local BIS Goordinator v
=] [iGrants Dashboard EDI Invoice Process X New Invoice X
B [ Grant Process EDI Grant Submit Invoice - Step 1
[ QSEDI Process
o] EDI New Worksheet / Agr = Provider Organization Details
)| EDI Manage Grant Works
Fiscal Calendar Year” 20162017 , | Grant Fund Type* EDI .

< >
Organization Type:* Tech Center Districts Organization Sample Technology Center v
Organization District™ Sample Technology Center v Program Initiative: Economic Development - Firefighter (Type 83) v
Worksheet No:* WS-1617-EDI-EDI-FIREFTR-444-16X111745-88953194C6A2
Agreement No* WSAG-1617-EDI-EDI-FIREFTR-444-16X111745-741DF 268EAAD
Invoice No:* INV-1617-EDI-EDI-FIREFTR-444-16X111745-A1331C725E58

| + Basic Client Information

=+Project Details

& Refresh  » Save & Next
—

EDI Grant Submit Invoice - Step 2

2.1 - Under the Invoice Line Items tab, select the budget line item you want to invoice by
clicking on the checkbox next to the line item. This will add a check mark in the box next to that
line item.

Oklahoma Department of Career and Technology Education

EDI- Local BIS Coordinator v
© [crants Dashboard  EDI Invoice Process X | New Invoice X |
& I Grant Process EDI Grant Submit Invoice - Step 2
=) [LEDI Process
4] EDI New Worksheet / Agr = Provider Organization Details G Refresh &g View SOU | dg) Invoice Summary | 1+ One Step Back @ Save as Draft @ Submit For Approval

3] EDI Manage Grant Works

EDI Invoice Process + Basic Client Information

< >

=+ Project Details

+ Grant Allocation

= Invoice Line Items

Budget Line(
W AgreementLine L sc. Program — Functic OCAS Description Unit Cost Req. Unit Type

] Firefighter Workbook) 511-1000640 511 - ABE Implementation Function-1000 -. 10.00 $15.00  Cost Per Each
@ ¥ Tech Supplies 511-1000-600 511 - ABE Implementation Function-1000 -. 10.00 $250.00  Cost Per Each
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2.2 - Use the scroll bar below the invoice items to scroll to the right to see total invoiced. Verify
that the Invoice OCAS codes and the line item amounts match the OCAS report you will attach.

Oklahoma Department of Career and Technology Education

EDI- Local BIS Coordinator

@ Ecrants + Basic Client Information
= [ Grant Process
£ [EDI Process

[¢] EDI New Worksheet / Agr

4] EDI Manage Grant Works

EDI Invoice Process

< >

=+ Project Details

=+ Grant Allocation

= Invoice Line Items

unit Cost Req. Unit Type Matched F. Total Approv Total Avl.tolnv...  CurentLi Total Invoi Worksheet Budget Line De.
10,00 $15.00 Cost Per Each $0.00 $150.00 $150.00 $150.00 $0.00 $0.00 | Firefighter Workbooks
10.00 $250.00 | Cost Per Each $0.00 $2,500.00 $2,500.00 $2,500.00 $0.00 $0.00 | Tech Supplies

$2,650.00 $2,650.00 $0.00 $0.00

2.3 - Attach the OCAS Expenditure Summary and Detailed Reports that match the amount of
reimbursement you are requesting. Attach required receipts, vendor invoices, PEF’s and
contracts. To attach a document, use your mouse scroll button to go down to the Attachments
section. Click the +(plus) sign, then click Browse to locate the files on your computer. Select
Upload and Save File to attach the file. A message box will say you have successfully uploaded
the file. Close this box.

FLA-Local Finance Goordinator

+ Basic Client Information
=+ Project Details
+ Grant Allocation

+ Invoice Line ltems

= Attachments
Browse: Browse ¥, Upload & Save file
Attachment Note: \ ’ /

Mﬂiv&tlnacﬁvce file(s) Download all files

File Name Date Note Action Detail Status

=+ Acknowledgements

& Invoice Summary | One Step Back | @ Save as Draft @ Submit For Approval
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2.4 - Go to the Acknowledgements tab by clicking on the +(plus) sign to expand this section.
Check the required acknowledgment boxes. Type an acknowledgment note in the box. If you
don’t have a note to add, type your initials, as this field is required. Then, click the Submit for

Approval button.

Oklahoma Department of Career and Technology Educatio

= ([ Grants + Basic Client Information

& [l Grant Process
(= S EDI Process
¢l EDI New Worksneet / Agr
[¢] EDI Manage Grant WorkS

EDI Invoice Process

ol

+ Project Details

+ Grant Allocation

<

+ Attachments

= Acknowledgements

‘Acknowledgement Note:*

v (inherited font)

v | Format

v * By checking this box, | certijgffhat the information provided is accurate and complete.

& Refresh || fg View SOU

EDI- Local BIS Coordinator

4

{3 Invoice Summary 1 One Step Back ﬁ save as Drafl | @ Submit For Approval

N4

2.5 — A message will pop up to let you know that you have successfully submitted the invoice to

the next approval stage. Click OK.

Oklahoma Department of Career and Technology Education

=] [Grants
B [ Grant Process
& W EDI Process
[6] EDI New Worksheet / Agr
[3] EDI Manage Grant Works

EDI Invoice Process

< >

Grant Invoice

Successfully completed the current stage and goi

Bnext stage. Please wait ..

EDI- Local BIS Coordinator v
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2.6 - Go to the Invoice Summary tab to print a pdf report of the claim you have submitted.

FLA-Local Finance Coordinator v

FLA Grant Submit Invoice - tep 2

& invoice Summary | 1« One SNpBack | @ Save as Draft | @ Submit For Approval

= Provider Organization Details

+ Basic Client Information

=+ Project Details

+ Grant Allocation

+ Invoice Line ltems

2.7 - Click on the - symbol to download a pdf of your invoice.

EDI- Local BIS Coordinator .

Oklahoma Department of Career and Technology Education

[T P a‘
Page Lof 1

. ik
RHED! Invoice Process

< > gnomic Developmg refighter (Type 83)

school Name: Sample Technology Center Client Name: Sample Company Name

Vendor Number: PO Number: 8009011234

Date of Request Submitted: 6/26/2017 3:13 PM First Submitted By: Denise Christy

Last Submitted On: 6/26/2017 3:13 PM Last Submitted By: Denise Christy

Fully Approved Date : Fully Approved By:

Fully Approver Role:
‘Budget Line Description Units Unit Cost  Unit Type Code  Request item Total

Tech Supplies. 10.00 $250.00 Each $2,500.00

Firefighter Workbooks 1000 $15.00 Each $150.00
| Total Invoiced $2,650.00

Compliance Acknowledgements:

Acknowledgement Answer Submitted By ""'“"w
ety Yo Desecy | S80I

Note
adc
FolName  Appeovalstatus A0
ED4Local B Coordinetor - 15t New Process 6/26/2017 13 PM €D Loca 5 Denise Ovisty@carertechok gov Dense Owsty  Approved
Cosedimor
Dt Local 85 Dector - 208 £01-Local B Deccor

Approval Stage

The Invoice has been successfully submitted and will go to the EDI Local BIS Director.

Making Changes to an Invoice

Changes to Invoices before Submitting for Approval

e If you need to make changes to an amount on an invoice that has already been created, but not
submitted for approval, go to the invoice by clicking on the Manage Invoices tab on the EDI
Grant Fund Invoices List screen and click on the Invoice Number in the Invoice column.

Grant Worksheet/Agreement/Invoig

Approval Function Type: * All v
Filter on Status: * Al v | | Q Search

[® Export to Excel

ist Manage Grant Invoices

New BAP Agreement Agreement

Invoice Provider Name Client Name: Agreement Proces Agreement Submission Date Approval Stage Approval Status
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Click Next Step to get to the EDI Grant Submit Invoice- Step 2 screen, then expand the
Budget Line section, and click on the Edit button. Change the dollar amount in the Unit
Cost column to change the Total to be Invoiced column amount. Click Update to
complete the edit.

When you’ve made all the necessary changes, you can click Save as Draft, then Submit
for Approval.

Changes to Invoices after Submitting for Approval

To make changes to an invoice after it has been submitted for approval, you will need to
do a change request in the invoice. Open the invoice to be changed using the steps
mentioned above in the Accessing the Invoice section. At the bottom right of the screen
(you may need to use the scroll bar at the bottom) click Change Request.

+ Grant Allocation

= Invoice Line ltems

Budget Line
(OCAS CODE)
Function -
unit Cost Req. Unit Type: Total
= COSLFEl T 0 x
1500-610-590 1500-General Supplies-610-General Suppl.. 12.00 $40.00 = Cost Per Hour $0.00 $480.00 $4e
1500-610-590 1500-General Supplies-610-General Suppl.. 10.00 $40.00 = Cost Per Hour $0.00 $400.00 $4C
1500-610-590 1500-General Supplies-610-General Suppl.. 5.00 $40.00 = Cost Per Hour $0.00 $200.00 $20
1500-610-590 1500-General Supplies-610-General Suppl. 10.00 $40.00  Cost Per Hour $0.00 $400.00 $4c
1500-610-590 1500-General Supplies-610-General Suppl.. 5.00 $40.00 = Cost Per Hour $0.00 $200.00 $20
1500-610-590 1500-General Supplies-610-General Suppl.. 10.00 $40.00  Cost Per Hour $0.00 $400.00 $4(
1500-610-590 1500-General Supplies-610-General Suppl... 5.00 $40.00 = Cost Per Hour $0.00 $200.00 $20
1500-610-590 1500-General Supplies-610-General Suppl.. 5.00 $40.00 = Cost Per Hour $0.00 $200.00 $20
1500-610-590 1500-General Supplies-610-General Suppl.. 24.00 $11.53 Cost Per Each $0.00 $276.72 $21
1500-610-590 1500-General Supplies-610-General Suppl. 40.00 $40.00 Cost Per Hour $0.00 $1,600.00 51,60V
< >
$0.00 $15,236.72 $15,2¢
V]
+ Attachments
=+ Acknowledgements.
) Refresh View BIS PEF View SOU Invoice Summary = 4 One Step Back # Change Request
Initiating the change request will cancel the approval process. If you are s u would

like to begin the change request click OK to confirm.

Change Request

You are going to cancel the approval process and initiating the change request process,

Are you sure?
cancel m
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e Click the * next to the invoice line item you need to change to expand it. Then, click the Edit
button to make the changes.

NOTE: You can change the Units, Unit Cost, Req. Unit Type, and Matched Funds to change the
Total and Total to be Invoiced columns.

= Invoice Line ltems

Budget Line

(OCAS CODE)
Function -
Object -
Program

B Agreement Line Desc.
L —

OCAS Description
4 [} Monthly Safety Training - 2. 1500-610-590 1500-General Supplies-610-General Suppl

+ Add Invoice

Budget Line(OCAS CODE)

Is Active Invoice Line Desc. Function - Object - Program

# Edit Active Monthly Safety Training... = 1500-610-590

/ Edit ‘

e At this point, you can Save as Draft and come back to it later if necessary, or Submit for
Approval to send it to the next approval stage.

Active Monthly Safety Training... = 1500-610-590

IMPORTANT: Changes to an Invoice can only be made by the EDI Local Coordinator. If an
invoice is at the final approval stage - ODCTE Finance Reviewer, a change request is no longer
an option. If you need to make a change at this stage, you will need to contact the ODCTE
Finance Reviewer to request they reject the invoice. Then, you can initiate the change request.

NOTE: If $0.00 are available in a line item to invoice, the line item will no longer appear on a
new invoice.

Local BIS Director

Accessing the Invoice

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

o Verify that you are signed in with the role of an EDI Local Coordinator in the top right-
hand corner. If not, use the drop-down arrow to select the correct role.

Oklahoma Department of Career and Technology Education

aaaaaaaa

Sample Technology Cenber
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e Click the arrow » next to Grants on left navigation.

Oklanoma Department of Career and Technology Education
OK DEPT CAREER TECH
fon Code 601000000
Finization Type ODCTE District
Organization Status Active
‘Website

Emall Address

» [ Organtzations Dasht
+ Dorans
» [ Grant Process
Name OManoma Department of Career and Technology Education
snort N OK DEPT GAREER TECH
o ion Code 50000000
ganization Type ODCTE District

Organization Status Active
A

. lick the arrow | » next to Grant Process.

e Click the arrow ' * next to EDI Process.

b Dorgan

4| [ Grant Process

srants

L EDI Process Nar Okiahoma Department of Career and Technology Education

Name OK DEPT CAREER TECH
fganization Code 601000000
Organization Type ODCTE District

Organization Status. Active

e Select the EDI Invoice Process.

+ Dorants

Dashboard | EDI Invoice Process X

Irganizations

PNt Process
& EDI Process
@] EDI New Worksheet / Agr

i Calendar Year” 2019-2020 . | Grant Fund Type* EDI .

on Type:* Tech Center Districts » | Organization:* Enter the first three characlers of any word thatis included in -~ =

Organizafin District * Program Initiative:* —Select— -

Grant ffirksneetAgreementinvoice List  Manage Gran! Invoices

pproval Funclion Type: * A .
Filter on Status: * All - Q, Search
[ Export to Excel

ider Name Client Name Agreement
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Opening the Invoice

e Complete the EDI Grant Fund Invoices List form. The tagged numbers on the
screenshot correspond to the instruction steps below.
1. Verify Fiscal Calendar Year*.
2. Verify Grant Fund Type is set to EDI*.
3. Select your correct Organization Type from the drop-down menu. Should default to
Tech Center Districts.
Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.
Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

©CooN o0k

NOTE: A red asterisk (*) indicates a required field. See next page for screen image.

Dashboard ~ EDI Manage Grant Work

g ts/Invoice/Follow-up X

EDI Grant Fund Worksheets List

o 2018-2019 + Grant Fund Type:® o EDI v
Qrganization Type:™* o Tech Center Districts v Organization: o Enter the first three characters of any word that isir »

Organization District* »  Program Initiative* —Select— v
5 6
i

e
Approval Function Type: * Al @ v
Filter on Status: * All v O Search @
to Excel

(¥) Save changes (% Cancel changes = ) Export

Fiscal Calendar Year*

Worksheet
Worksheet Approval Cument ~ Submission

Act Provider Name Client Name Stage Date Worksheet Agreement

e Click on the Manage Grant Invoices tab.

/7~ N\

Grant Worksheet/Agreement/invofife List Manage Grant i
Approval Function Type: * All -

Filter on Status: * Al v | | Q Search

[® Export to Excel

New BAP Agreement Agreement
Invoice Provider Name Glient Name Agreement Proces Agreement Submission Date Approval Stage Approval Status
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e Click on the invoice number in the Invoice column to choose the invoice to review and
approve.

Dashboard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year= 20182019 , | Grant Fund Type:* DI

Organization Type* Tech Center Districts v  Organization™ Sample Technology Center

Organization District* Sample Technology Center ~ | Program Initiative: Economic Devolopment - Training for Industry Programs (Type.

Grant Worksheet/Agreement/invoice List = Manage Grant Invoices

+ Save changes @ Cancel changes | [ Export to Excel | () Refresh

Invoice
Last
4
Digit
BAP  Payme Reque
Status Proces Days Organization Client Name: Program Initiative Invoice: No.  Invoice Submitted On Last Apy

» O |Yes Yes 0 | Sample Technclogy Center Sample Company Testincorporated | Economic Devolopmen INV-1819-EDI-EDI-TIP-434-16X111745-25. . & | 041292019 151131 EDI Loce
» O Yes Yes 0 Sample Technology Center | Sample Company Test Incorporated | Economic DevolopmerRy... | INV-1819-EDI-EDI-TIP-434-16X1 04/29/2019 00:00:00
» O ves Yes o0 Sample Technology Center | Sample Company Test Incorporated _. | Economic Devolopment - y\/-1819-EDI-EDI-TIP-434-16X11174) 04/29/2019 00:00:00

NOTE: To view and invoice approval summary, click on the * next to the invoice line you
want to view. This summary will allow you to see the approval status and approval notes. You
can also filter by the Current Approval Stage column (use the scroll bar to scroll to the right).
Click on the filter icon and type in your role. This will allow you to see only the invoices you
have at your approval stage.

EDI Grant Submit Invoice Step-1

1.1 - Review the information on the EDI Grant Submit Invoice Step-1 screen and click Next
Step.

Dashboard  EDI Invoice Process % | INV-1819-EDI-EDI-TIP-434-16X111745-T9CBT97ABODE X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year® 2182019 L Grant Fund Type* ED1
Organization Type.* Tech Center Disircts v | Organization:* Sample Technology Center
Organization District* Sample Technolkogy Centes v | Program Initiative * Economic Devolopment - Training for Industry Programs (Typ.. »
Worksheet No WS-1819-EDI-EDI-TIP-434-16X111745-FB15ECF 75943
Agreement No:* WSAG-1819-EDI-EDI-TIP-434-16X111745-DD198D78C50A

| invoie o INV-1819-EDI-EDI-TIP-434-16X111745-TSCBTS7ABADG

# Basic Client Information

+Project Details

@ Refresh | » Next Step >

I
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EDI Grant Submit Invoice Step-2

2.1 - Review the information on the EDI Grant Submit Invoice Step-2 screen. You can expand
the sections by clicking ont the +(plus) sign. Then view the invoice details by clicking on the *
next to the agreement line.

= Invoice Line Items

Budget Line
(OCAS CODE)
Function -
Object -
—. nagreement Line Desc. Program OCAS Description Unit Cost Req. Unit Type

Matched
Funds Total  Approv Total

$0.00 $1,234.00 $1,234.00

4! W Medic-First Aid (15S, 10H, .. 1500°9g0-590 1500-Supplies-600-Supplies-590-Client-Ba & $617.00 | Cost Per Class

Judget Line(OCAS CODE)

Invoice Line Desc. Function - Object - Program Unit Cost Req. Unit Type Matched Funds Total Total To Be Invoiced Date Of Expense:

- 1500-600-590 $355.50 Cost Per Class $355.50 $355.50

2.2 — Click Submit for Approval. The invoice will now go to the next approval stage.

Local Finance Coordinator

Follow the steps for the Local BIS Coordinator to complete this approval stage. Make sure you
are logged into CTIMS using the EDI Local Finance Coordinator Role.

The Invoice will then go to the State Regional Coordinator, State Requisition Coordinator and
the ODCTE EDI Finance Reviewer for final approval.
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TIPS and Tricks
CTIMS Helpful Hints

Oklahoma Department of Career and Technology Education

There are scroll bars located at the bottom and right of some of the screens in CTIMS. If
you cannot see all of the information on a screen, go to the right or bottom of the screen
and use the scroll bar to see navigate over to view additional columns and rows.

You can flip between screens or tabs in CTIMS. Click on any open tab at the top of your
screen to toggle between them.

2019-2020

[ EDI Invoice Process.

Tech Cenfer District

BAP
Proces Agreement Submission Date

There are tabs within screens in CTIMS. Look for these tabs to view a different screen or
more information. For example, within the Invoice Process, on the EDI Grand Fund
Invoices List screen, there are two tabs: Grant Worksheet/Agreement/Invoice List and
Manage Grant Invoices. You can flip between the two tabs within this screen.

Many sections in CTIMS can be expanded in order to view more detailed information by

clicking on the +(plus) sign or an arrow * next to the section header or line (row).
Hold down the Ctrl key and click on the + or — keys to zoom in or out.

Do not use the Print icon = to print documentation. Use the save icon o
download a pdf, then you can save it to your computer or print the pdf.

You can only have 10 tabs open at one time. To close tabs, click on the % on the right
side of the tab you wish to close, then confirm that you would like to close by clicking
OK on the confirmation screen.
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Where’s my Worksheet, Agreement or Invoice?

To find out what approval stage your worksheet, agreement or invoice is in, you can take the
following steps:

Worksheets/Agreements

On the navigation on the left, go to Grants>Grant Process>EDI Process>then click on
EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

Complete the EDI Grant Fund Worksheets List form and click Search.

The list of worksheets/agreements will populate. In the Agreement Approval Current
State column you can see at which stage the worksheet/agreement is currently in.

You can also click on the * on the left, on the worksheet row to view the worksheet and
agreement summaries. This includes approval/rejection notes for each approval stage.

NOTE: If the worksheet is still in the New Draft stage, the approval summary will be blank.

Invoices

On the navigation on the left, go to Grants>Grant Process>EDI Process>then click on
EDI Invoice Process.

Complete the EDI Grant Fund Invoices List form and click Search.

There are 2 tabs: Grant Worksheet/Agreement/Invoice List and Manage Grant Invoices.
Click on the Manage Grant Invoices tab.

You can use the scroll bar at the bottom to scroll to the right to see the Current Approval
Stage column.

Or you can click on the * on the left, on the invoice row to view the Invoice Approval
Summary. This includes approval/rejection notes.

Where are the Funds?

If you have created a new invoice and added a dollar amount to a line item, that amount
will be subtracted from your balance on the dashboard. This includes a draft of an
invoice that has not been submitted for approval.

If $0.00 are available in a line item to invoice, the line item will not appear on a new
invoice.
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